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FORWARD 

 

 

This manual was developed in 2019 to assist teachers and school administrators in making 

decisions about implementing, operating, and managing a School-Based Enterprise (SBE). The 

purpose of this manual is to provide information, guidelines, and resources for a successful SBE 

program.  
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School Based Enterprise Standards 
Definitions, Benefits, and Responsibilities of the School-Based Enterprise 

 

 

Definition and Purpose of a School-Based Enterprise 

 

A school-based enterprise (SBE) is an entrepreneurial operation in a school setting that 

provides goods/services to meet the needs of the school’s market. The primary purpose of the 

SBE is to provide students a hands-on experience of operating a business while integrating 

national and state curriculum standards in Marketing, Finance, Hospitality, or Management. The 

SBE must be operated concurrently with the Small Business Operations course.  

 

An SBE is not a class for yearbook, fundraising, or event selling.  

 

Benefits of a School-Based Enterprise 
 

An SBE allows students opportunities to understand and work in a business environment while 

learning all aspects of business operations such as: 

 

● Financial analysis; 

● Operations; 

● Market information management; 

● Market planning/product service management; 

● Pricing/distribution; 

● Human resource management; 

● Ethical, social, and economic practices; 

● Customer service; and 

● Accounting procedures. 
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Responsibilities of the Teacher 
The teacher is responsible for directing and managing students in the SBE daily operations. 

He/she must ensure that the SBE complies with all federal, state, and local policies and 

guidelines. The teacher must also follow local financial policies set by the school. He/she must 

oversee student employees to ensure they are performing their tasks as employees. He/she is 

subject to any instructions or restrictions by local administration. 

 

The SBE teacher must: 

● Provide required documentation to the Division of Career and Technical Education 

(DCTE); 

● Establish hours of the SBE; 

● Supervise students working in the SBE; 

● Purchase merchandise for resale; 

● Ensure physical security of the merchandise and cash; 

● Provide financial reports to the appropriate personnel; 

● Document and verify physical inventory; 

● Reconcile all inventory annually; 

● Oversee safety and cleanliness of SBE premises; 

● Facilitate maintenance of necessary SBE records; 

● Facilitate preparation and analysis of annual financial statements (Balance Sheet, 

Income Statement, and Statement of Cash Flows). 

 

Responsibilities and Goals for Students 
● Job interviewing experience; 

● Real world/hands-on learning experience in all aspects of a business; 

● Interpersonal skills or soft skills such as communication, problem solving, and self-

confidence. 

 

Funding an SBE 
Schools may apply for funding of an SBE as part of a new program state start-up or as a 

program expansion. To apply for funding you must submit an application by October 1. The 

application and instructions can be found at this link: 

https://dcte.ade.arkansas.gov/Page/FundingAndAccountability. 

 

To be eligible to receive funding, the SBE must be affiliated with the Small Business 

Operations (SBO) class in an approved program of study.  

  

https://dcte.ade.arkansas.gov/Page/FundingAndAccountability
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Operational Expectations 
A school-based enterprise will operate with the following guidelines: 

 

1. Hours of operation: 

a. Minimum of 5 hours per week. 

2. Service or goods offered: 

a. Create a business plan using the Lean Canvas model (Appendix A); 

b. Based on market demand; 

c. Model an actual business with defined product lines and offerings that reflect the 

market demand. 

3. Cross-training for all students enrolled in the SBO class: 

a. All students must share and rotate in all occupational roles;  

b. Students from other courses may assist in the SBE but primary focus should be 

on students enrolled in the SBO class. 

4. Fiscal responsibilities:  

a. All students must share financial duties required to run the SBE; 

b. Keep all financial records on file for a minimum of seven years, according to tax 

regulation laws. 

5. Inventory management: 

a. Each student must engage in inventory management activities. 

6. Adequate operational space and equipment: 

a. Facilities must be safe, clean, and large enough for successful operation; 

b. Equipment needs to be in working order; 

c. Equipment must be up to date and relevant in the current marketplace. 

7. All proceeds from the SBE MUST be kept within the approved Business and Marketing 

program (See the Uniform Grant Guidance referenced in Appendix C) 

a. Selling consignment items in the store is only permissible if the following 

conditions are met: 

i. Students are involved in every aspect of the decision-making process, 

including meetings and negotiations with the consignor to determine 

allowable products and a time period that the products will be allowed to 

be on consignment in the SBE. (Products must be in alignment with the 

SBE’s business plan and not be indefinitely on consignment, as this will 

use valuable retail space disallowing the space to be used for the SBE’s 

primary products.)  

ii. Students negotiate fair market consignment fees to a level that is 

acceptable to the students who are acting as the consignee and to the 

consignor. Students must research local/regional consignment fees to 

determine fair market value. 

iii. Students are to reflect and articulate the purpose for the consignment 

agreement and demonstrate learning outcomes that are achieved through 

participating in the consignment negotiation and retailing process. 

iv. Extensive record-keeping is kept to show that the SBE and related 

program of study received the agreed upon consignment fees and that 
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any program income from these activities is being invested back into the 

program of study. These records must detail each consignor and related 

profits or losses incurred from the consignment relationship. (Uniform 

Grant Guidance 200.407c.) 

8. SBE’s must follow ALL food and nutrition guidelines from the Arkansas Department of 

Education and the Child Nutrition Unit. More information can be found at 

http://www.arkansased.gov/divisions/child-nutrition-unit.  

 

SBE Facilitators are required to submit the following required documentation to 

ace.businessandmarketing@gmail.com:  

1. Business plan (Lean Canvas) yearly by October 1 including hours of operation. 

Appendix A 

2. Student cross-training plan showing where students were exposed to all operational 

positions in the SBE yearly by June 1. Appendix B 

3. Income Statement by June 30 each year. 

 

***In order for any school’s SBE to count toward completion of a POS, the 

SBE business plan and/or model has to be approved by the state office. 

Failure to submit the required documentation will result in conditional or 

disapproved programs of study.*** 

  

http://www.arkansased.gov/divisions/child-nutrition-unit
mailto:ace.businessandmarketing@gmail.com
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Resources from DECA 
 

●  “E-Learning Series” which consists of three major resources to help teachers and 

students operate an SBE as part of their Marketing Program. 

https://www.deca.org/classroom/enhance-teaching/ 

 

● Guide for Starting and Managing a School Based Enterprise that contains 14 units and 

all performance indicators located online: 

https://www.deca.org/wp-content/uploads/2014/08/hs_sbe_Guide_for_Managing.pdf 

 

● Automated Retail Lesson Plans - these modules contain instructional content, interactive 

classroom activities, assessments, and corresponding presentations. 

https://www.deca.org/high-school-programs/school-based-enterprises/ 

  

https://www.deca.org/classroom/enhance-teaching/
https://www.deca.org/wp-content/uploads/2014/08/hs_sbe_Guide_for_Managing.pdf
https://www.deca.org/high-school-programs/school-based-enterprises/
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Appendix A 
School Based Enterprise Operational Documents 

 
This Appendix contains the Lean Canvas that teachers with a School Based Enterprise (SBE) 

program must submit. 

 

The form in this section is fully editable if you should choose to use and customize it.  

 

Submit all required SBE documentation to the Division of Career and Technical Education by 

emailing it to ace.businessandmarketing@gmail.com by the dates indicated in the manual on 

page 6. The Lean Canvas in this appendix is due by October 1 of the current school year. 

 

 

 

(Next Page) 
 

 

mailto:ace.businessandmarketing@gmail.com


 

Lean Canvas 
School Based Enterprise Name Click here to enter text. 

Problem 
(Top 3 problems) 

 

Solution 
(Top 3 features) 

 

Unique Value 
Proposition 
(States why you are different 
and the importance of your 
product/services.) 

 

Unfair Advantage 
(What about your SBO can’t 
be easily imitated by others?) 

 

Customer Segments 
 (Target customers) 

 

Key Metrics 
(What will be 
measured/why?) 

 

Channels 
(Distribution channels) 

 

Hours of Operation 
(minimum of 5 hours per 
week) 

 

Cost Structure 
Customer acquisition costs, distribution costs, inventory costs, etc. 

 

Revenue Streams 
Revenue model, Gross Margin, anticipated revenue, etc. 

 

Product Market 
I certify that all policies, procedures, and laws are being followed and adhered to. ¢ŜŀŎƘŜǊΩǎ {ƛƎƴŀǘǳǊŜ  ________________________________ 

!ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ {ƛƎƴŀǘǳǊŜ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 



Appendix B 
Cross Training Plan 
This section contains the cross training plan that must be submitted for documentation that all 

students in the Small Business Operations class are actively participating and cross-trained in 

all areas of the SBE. A sample schedule of how to document your students’ work hours and 

assignments is also attached. 

 

You do not have to use this form as your schedule, but whichever document you use to 

schedule students must indicate the tasks that students work on and verify that all students are 

being cross-trained in all areas of the SBE’s operations. 

 

Submit all required documentation to the Division of Career and Technical Education (DCTE) by 

emailing it to ace.businessandmarketing@gmail.com by the dates indicated in the manual on 

page 6. The Cross Training Plan is due by June 30, along with the final income statement for 

the SBE for the year. 

 

 

(Next Page) 

mailto:ace.businessandmarketing@gmail.com


Cross-Training Plan Matrix for School-Based Enterprise 

(SBE) 
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Click or tap here to enter text. 

School: 

Click or tap here to enter text. 

District Name: 

Click or tap here to enter text. 

Name of SBE: 
Click or tap here to enter text. 

School Year: 
Click or tap here to enter text. 

Semester: 
1    or   2 

Program of Study 
Marketing   or   
Entrepreneurship 

Employees Check (V) when training is complete in each area. 

Example B. Brown ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ ἦ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ ἦ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 



11 
 

Teacher: 
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Click or tap here to enter text. 

School: 

Click or tap here to enter text. 

District Name: 

Click or tap here to enter text. 

Name of SBE: 
Click or tap here to enter text. 

School Year: 
Click or tap here to enter text. 

Semester: 
1    or   2 

Program of Study 
Marketing   or   
Entrepreneurship 

Employees Check (V) when training is complete in each area. 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 

Click or tap here to enter text. ἦ  δ  δ  δ  δ  δ  δ  δ  δ  δ  δ ἦ ἦ ἦ ἦ ἦ 



12 
 

School Based Enterprise 
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Appendix C 
Perkins Law Related to SBE Income Explained 
Program income means gross income earned by a recipient that is directly generated by a 

sponsored activity or earned as a result of the award according to Uniform Grant Guidance 2 

CFR 200.80. One example of a program that generates program income is a school-based 

enterprise (SBE). In a February 2016 program memorandum issued by the U.S. Education 

Department (ED) Office of Career, Technical and Adult Education (OCTAE), ED authorized 

Perkins IV eligible recipients and sub-recipients to use program income under either the addition 

or cost-sharing options in 2 CFR 200.307(e) to:  

¶ Add program income to funds committed to the project by the Secretary and 

recipient, and use it to further eligible project or program objectives [addition option]; 

and/or 

¶ Use program income to finance the non-Federal share of the project or program, as 

applicable [cost-sharing option].   

 

(https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-

sec200-307.pdf). Under both options, the program income must go back into the 

applicable project or program objectives. If the addition option is used, eligible 

recipients and sub-recipients must use program income available at the time an 

expenditure is made and must expend that income before drawing down Federal 

funds. See 2 CFR 200.305(b)(5). Regardless of the accounting method used, program 

income may be used only for allowable costs in accordance with the applicable cost 

principles and the terms and conditions of the award. Therefore, if it is allowable under 

the UGG and Perkins IV to award students scholarships, then program income can be 

used to do so.  

  

However, Question D27 (pgs. 30-31) in ED’s Perkins IV FAQs (attached) states that certain 

conditions need to be met in order for eligible recipients to use Perkins IV funds to provide direct 

assistance (including tuition) to individuals: 

¶ Recipients of assistance are individuals who are members of special populations 
participating in CTE. 

¶ Assistance is provided only to the extent that it is needed to address barriers to the 
individual’s successful participation in CTE. 

¶ Direct financial assistance to individuals is part of a broader, more general effort to 
address the needs of individuals who are members of special populations. 

¶ Direct assistance is one element of a larger set of strategies designed to address the 
needs of special populations.  

  

https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-sec200-307.pdf
https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-sec200-307.pdf
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Appendix D 
Timeline/Checklist for Required Documentation for Small Business 

Enterprise  
 

Required Documentation Submit By 
Date 

Submitted? 

Lean Canvas October 1  δ

Cross Training Plan January 15 
June 15 

 δ

Income Statement June 30  δ

 

 

 


